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RETAIN ALL MICROFILM COPIES PERMANENTLY 

ADMINISTRATIVE DIVIS ION 

Admin i s t r a t i ve -Decis ions 

Not ice of appeal hea r i ng , correspondence, topographic 
and other re lated data and f i na l d e c i s i o n . 

Annual Reports 

S t a f f members re spons ib le for major o f f i c e a c t i v i t i e s 
are requested to complete a Project De sc r i p t i on Sheet 
thus p rov id i ng a method of eva lua t ing i t s performance 
pertodi c a l l y . 

Budaet 

Execut ive recommendations for the cap i ta l budget & 
program. 

County Overa l l Program Design 

A three year plan pe r ta in i ng to key i s s u e s , problems 
and oppo r tun i t i e s in the areas of Environment , 
Community Development, Economic Wei 1-Being, Hea l th , 
S a f e t y , Cr iminal J u s t i c e , T r an spo r t a t i on , Recreation 
£ Open Space, Educat ion , Comprehensive P lanning and 
General Adm in i s t r a t i on . 

Newspaper C l i pp ing s 

Anything re lated to P lanning & Zoning that appears in 
pub!1 c a t i o n . 

O f f i ce Sa le s 

Cash rece ipt s for Zoning Maps, O f f s i t e Drainage Fees, 
Zoning Fees, Topographic Maps, C e r t i f i c a t e s of Use, 
Recreat ion Fees, C e r t i f i e d Mail and va r ious pamphlets 
and other l i t e r a t u r e . 

Retain ten (10) y ea r s , then 
dest roy . 

Retain three (3) y e a r s , 
then destroy. 

Retain three (3) y e a r s , 
then destroy. 

Retain ten (10) y ea r s , 
then dest roy. 

Retain three (3) y e a r s , 
then destroy. 

Retain three (3) y e a r s , 
then destroy. 

Schedule Approved by Deportment, 

Agency , or D i v i s i o n Representat ive 

Schedule Authon'xed fcy 

Hol l of Records Commis s ion 
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10. 

n 

12. 

13. 

COMPREHENSIVE PLANNING DIVISION 

Annexation 

Records of County property conveyed to the City of 
Annapol is . Planning f i l e s only. Legal docunments 
retained in Of f i ce of Law. 

Community Serv ice F a c i l i t i e s 

Data on ex i s t i n g and planned water and sewage, housing 
health care, recreation and open space, c i v i c and 
cu l tura l center and l i b r a r i e s . v 

Envi ronment 

F i le s containing information pertaining to natural 
resources, coastal zone management, f loods and f lood 
p l a i n s , u t i l i t i e s and waterfront areas. 

Correspondence 

Correspondence on c i t i zen group related issues and 
national planning per iod ica l s and c i v i l defense. 

Reports and Studies 

Research material on adequacy of f a c i l i t i e s , a g r i cu l tu re , 
A-95 project , mini-census, population & s t a t i s t i c a l data 
general planning for two-year development, economy, 
industry , marinas, consol idated property f i l e s , h i s t o r i c 
land use and other related areas. 

DESIGN 5 DEVELOPMENT. 

General Correspondence 

Correspondence concerning subdiv i s ion development and 
other bu i Id ing . 

Subdiv i s ions 

Subdiv i s ion f i l e s contain the sketch, prel iminary and 
f ina l subd iv i s ion app l i ca t i ons , p l a t s , reviews, 
comments and approvals. 

Retain ten (10) yea r s , then 
des t roy. 

Retain f i v e (5) yea r s , then 
destroy. 

Retain ten 
destroy. 

(10) yea r s , then 

Retain three 
destroy. 

(3) yea r s , then 

Retain f i ve (5) years unless 
otherwise marked then destroy 

NOTE: Retain Marina, Water & 
Sewage and S o l i d Waste s tud ies 
for ten year s , then destroy. 
Retain A-95, Adequacy of 
F a c i l i t i e s , Land Use and 
C.D.B.G. ( app l i ca t i ons ) for 
three (3) yea r s , then destroy 

Retain three (3) yea r s , then 
destroy. 

Retain permanently MB un t i l 
secur i t y and operat ional 
micro f i lm copies can be made: 
when f i lmed, t r a n s f e r hard 
copy t o the Hal l of Records. 
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ZONING DIV IS ION 

14 | Comprehensive Zoning 

P r e f l l e s and Planning Appeals Board ac t ions on p r e f i l e 
requests f o r each d i s t r i c t , 

15 | Minutes 

Bound books conta in ing the minutes of the Planning and 
Zoning Commission and the Board of Appeals. 

16 j Zoning Cases 

A p p l i c a t i o n s , photographs, s i t e p l ans , p l a t s , related 
correspondence and f ina l dec i s i on s . 

17 J Zoning Desc r ip t i ons 

F i r s t , t h i r d , f i f t h , seventh and e i g h t d i s t r i c t zoning 
descr ipt ion 'vo lumes from the o r i g i n a l 1952 zoning. 

Retain permanently w* u n t l I 
s e cu r i t y and operat ion m i c ro ­
f i l m cop ies can be made; Wh.en 
f i Imed, t r an s f e r hard copy to 
the Hal I of Records. 
Retaift permanently wr un t i l 
microf i lmed} when f i lmed, 
t r an s fe r hard copy t o the Hall 
of Records. 

(Same a s #14 above) 

(Same a s #14 above) 


